Copy and paste then update the signature below.

Jane Doe (she/her) [pronouns optional]
Co-op and Employment Services Coordinator 
College of the Rockies
250-489-2751 | 1-877-489-2687 x 1111
jdoe@cotr.bc.ca| www.cotr.bc.ca
NEW online Job Board! https://experience.cotr.bc.ca/home.htm [promo line optional]
[image: ]
Follow us: Facebook | Twitter | Instagram | YouTube
I would like to give thanks to the Ktunaxa People whose unceded ancestral lands the College of the Rockies resides on. I feel honoured to live, work and play in this beautiful territory. 
_____________________________________________________________________________________________________

Here are some updated guidelines:
· We ask that you use Calibri font, no larger than 12 pt or smaller than 8 pt, and to have your name be at least 1 pt larger than the rest of the text.
· Including your pronouns after your name, if you wish, is optional.
· Adding a promotional line - highlighting programs, services, or events - is optional. Just be sure to keep your signature updated so it is not announcing past events. Recommendation for promotional line is 9 pt.
· A Territorial acknowledgement can follow the promotional line. Again 9 pt font is recommended. You can find the Acknowledgement Protocol here.
· Including your email address is also an option. When you send someone an email, they already have your email address.
· If your name is frequently mispronounced, you can add an audio clip with proper pronunciation (like the example above which was created with NameDrop).
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